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CHAPTER ONE
BACKGROUND OF THE PROJECT
Introduction
The backbone of a viable substitute teaching program is training. A
good training program will alleviate many, if not most, problems
associated with substitute teaching. In a nutshell, when substitute teachers
or potential substitutes receive adequate training, they are more likely to
accept assignments, and do a better job in those assignments. This
translates into more availability and fewer problems with substitute
teachers (Jones, 1999).
As illustrated by Jones in the above statement, the need for in-service training for
substitue teachers is crucial to the success of substitute teaching. There is a definite need
for these professionals to step in as the absenteeism of contract teachers continues to rise.
However, the problems and attitudes that substitutes face often make their experiences
unpleasant. Jones goes on to say that along with training, a substitue handbook is a
necessary tool to help substitues be successful in their important role in the eduation of our
students.
According to St. Michel (1995), for a substitute teacher to be effective they must be
provided with necessary information about the district. This information should include
items such as district policies, instructional strategies, evaluation procedures, and tips for
success. St. Michel goes on to say that "substitute teachers should be given the same
kinds of information as regular teachers; after all, they are legally just as accountable for
the students with whom they interact as regular teachers" (p.28).
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Purpose of the Project

The purpose of this project was to develop a model professional development
handbook for substitute teachers in Morgen Owings Elementary School, Chelan,
Washington. To accomplish this purpose, a review of re.laterl current literature was
conducted. Additionally, related information/materials from selected sources were
obtained and analyzed.

Limitations of the Project

For purposes of this project, it was necessary to establish the following limitations:
1.

Scope: The model program and handbook were designed for implementation at
Morgen Owings Elementary, Lake Chelan School District #129, Chelan,
Washington.

2.

Research: The preponderence of literature reviewed in Chapter Two (2) was
essentially limited to research current within the last fourteen (14) years.
Additionally, selected school districts were contacted and invited to submit
information regarding substitute training and handbooks.

3.

Participants: Chelan School District employees who assisted the writer, Shane
Backlund, in planning and implementing the project included: alternative high
school seceratary/district substitute coordinator, Morgen Owings Elementary
(MOES) principal, and MOES site-based council.

4.

Time: The model handbook and in-service professional develpoment program was
designed for implementation during the 2000-2001 school year.
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Definition of Terms

Significant terms used in the context of this study have been identified as follows:
1.

Familv and Medical Leave Act (1993): The Family and Medical Leave Act (FMLA)
makes the following provisions for eligible employees of a covered
employer to: (a) take job-protected, unpaid leave; (h) to substitute appropriate paid
leave if the employee has earned or accrued it for up to a total of 12 workweeks
in any 12 months because of the birth and care of a newborn child; (c) because of
the placement of a a child with the employee for adoption or foster care;
(d) because the employee is needed to care for a family member with a serious
health condition; (e) because the employee's own serious health condition makes
the employee unable to perform the functions of his or her job (PL 93-113).

2.

Substitute Teacher: Refers to any certified and qualified professional who replaces
the regular classroom teacher for the purpose of ontinuing the instructional
program, maintaining discipline, and generally promoting the educational welfare
of students (Drake, 1981).

CHAPTER TWO
REVIEW OF RELATED LITERATURE AND INFORMATION
OBTAINED FROM SELECTED SOURCES
Introduction

The review of research and literature summarized in Chapter 2 has been organized to
address:
1.

Substitute Teaching -- Definition, Need, and Rationale

2.

Attitudes About Substitute Teachers

3.

Problems With Substitute Teaching

4.

Helping to Create an Effective Substitute

5.

Summary of Related Information Obtained from Selected Sources

6.

Summary

Data, current within the past fourteen (14) years, was identified through an Educational
Resources Information Center (ERIC) computer search. Various other online and print resources
were used to conduct research.

Substitute Teaching -Definition, Need, and Rationale

Substitute Teaching Defined: The term "substitute teacher" has been variously defined.
Drake stated, ''Theoretically, a substitute teacher would be defined as a certified and qualified
professional who replaces the regular classroom teacher for the purpose of continuing the
instructional program, maintaining discipline, and generally promoting the educational welfare of
students" (p.75). Dilanian (1986) referred to substitute teaching as the phenomenon of a ce1tified
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teacher being replaced by another certified teacher. He explained that these individuals are
professionally trained as teachers, but they are without a contract.
According to Drake, substitutes have been called the "spare tires" of American education,
or the "low man on the totem pole." Rawson (1981) referred to them as "second class teachers".
Clifton and Rambaran (1987) dubbed these individuals as "strangers" in the classroom and
Warren (1988) called them "relief pitchers."
The Need for Substitute Teachers: While the job of the substitute teacher has been
maligned and described as an experience filled with tension (Johnson, Holcombe, and Vance, 1988),
there is a need for qualified substitute teachers in today's schools. In fact, due to circumstances
such as the Federal Family and Medical Leave Act, each day there may be as many as 96,000
substitutes in America's classrooms (Bayles, 1999). Warren indicated as much as 8 percent of a
school's staff may be absent during a regular school day. According to Drake, many principals
have found themselves with a large number of faculty member missing each day. Further, some
published reports have shown that statistically, students will spend about 10 of their school days per
year under the supervision of a substitute teacher. Other studies revealed that students will spend 5
to 10 percent of their yearly class time with substitute teachers (Nidds and McGerald, 1994).
Shepherd ( 1997) emphasized how excessive teacher absenteeism and overuse of substitute teachers
has contributed significantly to the loss of continuity of instruction.
Rationale: According to Nidds and McGerald, because substitute teachers may be
"routinely subjected to exhausting and demoralizing experiences", it is a wonder why some people
would want to pursue such a career path (p. 25). As substitutes are only asked to provide their
services when regular teachers are gone for one reason or another, it can be a "frustrating morning
waiting for the telephone to ring, anticipating a call requesting their services" (Clifton and
Rambaran, p. 316). St. Michel reported that besides the desire to obtain a regular teacher's
contract, common reasons for substitute teaching include: having a job with a great amount of
flexibility; wanting to work with children; having less responsibility than that of a person with a
full-time position; and wanting to add to a retirement income. In their study to determine why some
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individuals elect a substitute teacher role, Johnson, Holcombe, and Vance reported that substitutes
believed this experience would make them more employable because of the visibility, while keeping
their teaching skills up-to-date, and maintaining a source of income.
Many substitutes have expressed pride in what they do and enjoy their jobs for the most
part. This was perceived as important by Tomlinson (1997), because teacher job satisfaction has
been directly related to increased student achievement. Still, maximizing student learning can be
difficult for a substitute teacher to accomplish as they are often dealing with a new school setting,
new colleagues, strange rules, and unfamiliar curriculum. Substitutes may face a host of negative
attitudes and problems as they embark on their new adventure each day (Drake).

Attitudes About Substitute Teachers

As explained by Drake, substitute teachers have often been confronted with "apathy and
hostility on the part of students, administrators, and faculty members" (p. 76). Drake further
observed that general perceptions place substitute teachers into one of three categories: 1) a babysitter 2) bare-minimum teacher or 3) an improviser. According to St. Michel, other general attitudes
expressed concerning substitutes have included: 1) they can't get regular teaching jobs because
they aren't skilled enough; 2) they are often mothers who are supplementing their income while
raising their kids by substituting. Finally, a study conducted by Galvez and Maria (1997)
concluded that the lack of support from both school and community members contributed to
negative perceptions and attitudes concerning substitute teachers.
Teacher Attitudes. Classroom teacher attitudes concerning substitute teachers have also
tended towards negativism. Although classroom teachers have high expectations of substitutes, such
as following lesson plans and maintaining classroom discipline, and limiting busy work (Rawson),
substitutes are still perceived as mere "placeholders" (St. Michel, p. 19). Tomlinson concluded
teachers had a low level of confidence in substitute teachers overall. Teachers surveyed in this
study also indicated their belief that a day with a substitute teacher was day of instruction that was
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lost. This lack of confidence by regular classroom teachers, in the ability of substitutes to teach
effectively was also evidenced by the large amount of seatwork and/or videos left for substitutes
during their absence.
Clifton and Rambaran indicated the attitude toward substitutes was generally unfriendly and
cold. In addition to feeling apprehensive about having a substitute in class, some teachers even retaught substitute covered material because of their lack of confidence.
Administrator attitudes. As explained by Drake, if the substitute is to have any chance of
success, he/she must have the support and understanding of the administration, though it is rare that
administrators interact with substitutes unless there is some sort of problem. Some administrators
have the attitude that students will not learn anything under the instruction of a substitute (Clifton
and Rambaran). Other administrators viewed a substitute as just a "baby-sitter" or a "simple
classroom custodian" (Drake, p. 75).
Clifton and Rambaran also stated "Some principals look at the substitute as a one-day
employee who isn't worth all the fuss. They see no real commitment to helping that person out.
They really just see that person as just putting in time" (p. 316).
Student attitudes. Dilanian concluded students spent the most time with substitute teachers.
This authority explained that the most important response to a substitute was that of the student
because they have the most demanding expectations of these individuals. As quoted by a 7th grade
student in an article by Clifton and Rambaran:
In general, substitute teachers don't know about the subject they are supposed to
teach. So, if a student has a question, they can't help. They are a problem for
some students who want to learn because they waste a whole class trying to figure
out what to do, and when the class is over you haven't done a thing. (p. 318)
According to Tomlinson, the manner in which a student behaves with a substitute is not the
same as with their normal classroom teacher. Students can even experience a form of separation
anxiety when their regular teacher is gone (Rawson). Students also have perceived these new people
in their classrooms as someone who has no authority (Drake). Students who normally have no
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behavior problems in the presence of their usual teachers see a substitute as a challenge when they
enter their classroom, and these students have a tendency to rebel (Clifton and Rambaran). All of
these attitudes can force a substitute to have to deal with hostile or overly aggressive students
(Nidds and McGerald).

Problems With Substitute Teaching

St. Michel reported problems in substitute teaching lie not only with the substitute teacher,
but the regular classroom teacher, the administrator, and the students all have a hand in these
dilemmas. This authority added, "The working conditions of substitutes are demanding; unfamiliar
settings, new students, assignments out of their area of expertise, and frequently inadequate lesson
plans" (p. 7). The author of this review found problems reported can be broken down into three
categories: problems created by the current governing system, problems perceived by regular
teachers, and problems perceived by the substitute themselves.
Problems created by the current governing system. Drake noted that governing system
problems with substitute teaching range from building administration to district policies. This
authority expressed this when he wrote, "The problem rests with the institution" (p.76). One of
these problems reported was the pay substitutes received (Clifton and Rambaran). Reynolds
(1998) reported that substitutes could be making as little as forty-two dollars a day. Some
substitute teachers make less money and receive less benefits than a fast-food employee (Bayles).
Another difficulty noted many substitutes were placed in unfamiliar classroom settings outside of
their content area (Warren). A study done by Johnson, Holcombe, and Vance, found that over 50
percent of substitutes surveyed taught in areas outside their current endorsement. Lack of explicit
substitute teacher training programs is another common downfall of school programs (Rawson). A
study by Koelling (as cited by Galvez and Maria), stated 70% of school districts did not have, nor
require, any substitute training. Nidds and McGerald reiterated the importance for substitute
assistance programs when they reported administrators will be very embarrassed if substitute
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training programs are not organized and in place. Finally, another pitfall is lack of proper
evaluation and feedback for substitutes (Rawson). In fact, this authority reported that only 38.8%
of substitute teachers received any evaluation at all.
Problems perceived by regular teachers. Lack of confidence in substitutes from regular
teachers has stemmed from the many problems teachers have with their substitutes (Nidds and
McGerald). These authorities reported in a survey, which included classroom teachers, that the
largest problem recorded was control of student behavior. A teacher quoted in an article by Clifton
and Rambaran stated, "It's shocking! I've seen the best kids - I mean lovely students, their
academic standards so high - behave in such shocking ways with substitute teachers, and I don't
know why" (p. 317).
Other problems teachers have with substitutes include not covering planned materials, doing
a lesson of their own instead of a planned lesson, or allowing the kids to do nothing at all (St.
Michel). A study done by Galvez and Maria, found that regular teachers felt the major problems
substitutes had were:
1.

discipline and classroom management

2.

subject matter knowledge

3.

unfamiliar with school/classroom routines/schedules,
procedures/rules/policies (p.21)

The study also showed that due to these problems, substitutes should receive some sort of
district training before being in the classroom (Galvez and Maria).
Problems perceived by substitute teachers. Dilanian concluded substitute teachers have the
challenge of total spontaneity regarding the timing of their next assignment. Clifton and Rambaran
echoed this when they reported substitutes often don't know when or where they might be called
out on any given day. Warren summarized problems expressed by the substitutes as they must
always be around the phone during times when they might receive a call, their work hours are
inconsistent, they have no benefits, and low pay. Low pay was also a major complaint in the article
done by Clifton and Rambaran.
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As explained by Warren, once the substitute does get to the school, they may find that
lesson plans are often too short, not precise enough, or not there at all. In Johnson, Holcombe, and
Vance's study, over half of the respondents were nervous about finding no plan or a poor one.
Deay and Bontempo (1986) also remarked in their study that when it comes to lesson plans and
classroom procedures, substitutes wanted clearer directions from the teacher so they could run the
class efficiently. Substitutes also felt that plans that included a lot of busy work were unfair because
it might make for unruliness in the classroom (Warren).
Another major dilemma reported by substitutes is the "tenseness" (p.82) in which they are
greeted with by students (Rawson). Clifton and Rambaran noted since substitute teachers lack
knowledge of classroom customs and procedures, substitutes generally lack authority in the eyes of
students. These authorities also stated that substitutes often complain students are uncooperative
and unwilling to do work assigned. Warren restated that student discipline and classroom control
were difficult tasks for substitutes. Rawson summarized the problem substitutes have expressed
regarding students when he reported the following:

If the substitute teacher meets this anxiety and tension (from students) with strict discipline,
resentment builds and frequent confrontations may occur. If the substitute tries
instead a low-key approach, the students may think the teacher is trying to become a
'buddy' to the class. This technique often causes the substitute teacher to be viewed
as weak, thereby prompting the students to misbehave to a greater extent. (p. 82)
Besides these problems, substitutes often feel frustration from not fitting in to the school
setting (Deay and Bontempo). Substitute teacher interaction and relationships with students, staff,
and administration were very limited (Warren).
Two studies which summarized and outlined substitute teacher problems were conducted by
Galvez and Maria and Johnson, Holcombe, and Vance. Galvez and Maria found that substitutes
believed the major problems were:
1.

discipline

2.

no instructions/directions/lesson plans/ schedule to follow
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3.

lack of administrative suppmt

4.

unfamiliar with school/classroom routines/ schedules, procedures/rules/policies

5.

incomplete/vague/unclear/nonexistent planning. (p. 21)

In their study, Johnson, Holcombe, and Vance identified the following anxiety factors
typically faced by substitutes:
1.

Finding no plan or sketchy one

2.

Teaching in another area

3.

Finding no information on seating, class rules, or teacher schedule

4.

Handling discipline problems

5.

Preventing discipline problems

6.

Viewed as an outsider. (p. 90)

Due to these problems, finding and keeping good substitutes is a difficult task for
administrators (Warren). Some principals and administrators reported that finding people to
substitute is the most common problem they had (Reynolds).

Helping to Create an Effective Substitute

Effective substitutes can only exist if everyone involved does his/her own best to help the
situation (St. Michel). Administrators and teachers are especially vital to this effectiveness
(Warren).
Administrator's role. Drake concluded that the most crucial aspect in the effectiveness of
substitutes is some sort of teacher training or orientation. Rawson and Tomlinson each echoed this
sentiment involving training programs in their experience and research. Rawson also stated that inservice training should also be provided for teachers to help prepare them for a substitute in their
classroom. In another study, Deay and Bontempo created a list of responsibilities that
administrators should adhere to involving substitutes:
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1.

Creating an atmosphere that recognizes substitutes as professionals

2.

Making specific information available on school-wide policies and procedures

3.

Working with faculty to ensure that adequate classroom plans, materials, and
directions are consistently available to substitutes

4.

Providing constructive feedback to substitute teachers regarding their effectiveness

5.

Establishing liaisons with central administration to provide district-wide
workshops, conferences, and in-service education for professional development of
substitute teachers. (p.362)

Rawson noted miscellaneous provisions principals could make to help substitutes be more
effective included encouraging communication between staff members and substitutes, and
designating a liaison between these two groups. Johnson, Holcombe, and Vance stated substitutes
should be invited and included in faculty meetings and any in-service trainings. Drake reported
another strategy for administrators is to use substitutes in their area of specialization, thereby setting
them up for a better chance of success with the students. Providing substitute teachers with general
information about the building and/or district in the form of a handbook was another strategy
expressed in making an effective substitute (St. Michel; Tomlinson; Warren).
St. Michel concluded administrators can also help by making teachers responsible and
accountable for the effectiveness of substitutes. They can hold them responsible in areas such as
having current seating charts and class rosters, providing lesson plans that involve hands-on
activities without busy work, and preparing their students for substitutes.
Finally, Drake noted principals should make it a point to observe substitutes in the
classrooms and then compliment them if they are doing a good job. Jones stated if an administrator
can help the substitute have a feeling of acceptance and social inclusion, then the benefits can be
more valuable than any amount of money.
Teacher's role. Warren suggested substitutes are going to have a difficult time unless they
are made to feel welcome in a school. St. Michel reported teachers especially can help make
effective and successful substitutes. The first thing they can do occurs before there is even a need
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for a substitute and that is to work with their students to establish cooperation and good behavior.
DuBois and Nidds and McGerald repmted several strategies a regular teacher could use to make
the substituting experience smoother. These items could be kept in a substitute folder and include
class lists, seating charts, emergency procedures, policies and practices of the classroom, plans for
up to three days, classroom rules, a supply list, and information on any problem students. DuBois
prepared a list of other strategies for regular teachers to use:
1.

Don't write vague messages

2.

Do be specific in your directives

3.

Don't leave your sub in the dark regarding special needs

4.

Do speak with students on how they should behave

5.

Do invite feedback from the sub. (p.56)

Substitute's role. Dilanian noted substitute teachers must be flexible individuals who have
patience and are easy to get along with if they are to meet the challenge of each new day. Also, if a
substitute is to meet these challenges, they should get enough sleep and be in good health. As
reported by Lovely (1994), substitute teachers need to remind themselves before each new day that
kids are different at every age.

It was concluded by several authorities that prior to entering a building, substitute teachers
should have in their possession items such as: file folders of activities specific to grade levels taught
(Buchberg, Wayman, Choat, and Gotliffe, 1995), alternate lesson plans in mind in case there aren't
sufficient ones (Dilanian), and a bag of tricks containing supplies and activities to supplement plans
if needed (Galvez and Maria; DuBois).
As explained by Dilanian, once a substitute enters a school, they should make themselves
aware of resources that are available to them. Upon entering the classroom, substitutes should be
firm and stick to the business that needs to be covered (Nidds and McGerald). Rules should be
established right away, and a substitute should open up and share something about themselves with
students (Buchberg et al). It is also important to use appropriate voice tone as this may be related
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with how students respond to a substitute (Dilanian). Some of the recommended management
techniques of substitutes were outlined by Drake:
I.

Set ground rules that are firm but practical enough to permit reasonable creative
expression

2.

Encourage discussion, questioning, and inquiry

3.

Work with students to limit classroom noise to a level conducive to learning

4.

Assist but not dominate a student who asks for help

5.

Encourage students to inject ideas and assume responsibilities.(p.78)

Drake also identified the following necessary personal characteristics substitute teachers
need to possess:
I.

Be both enthusiastic and understanding

2.

Possess the judgment a teacher must have to handle both
emergencies and disruptive behavior

3.

Respect confidences

4.

Handle routine efficiently

5.

Maintain a friendly and positive public relations posture

6.

Be dependable and punctual

7.

Maintain poise and self-control

8.

Be patient and tactful. (p.78)

Teachers expressed that effective substitutes were ones that left them a written description of
the day's events, did any necessary grading, kept discipline under control, and made sure the room
was in some order when he/she left (Galvez and Maria).
Administrators reported that substitutes should arrive about a half an hour early to acquaint
themselves with plans, meet neighboring teachers who might help them, explore school grounds and
begin to meet students (Warren).
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Summary of Related Information Obtained
From Selected Sources

Seven (7) Washington State school districts were contacted and invited to submit
information contained in their substitute handbook. Specifically, information detailing the
following topics were solicited:
1.

Use of substitute handbooks.

2.

Substitute training programs.

School districts contacted included:
Brewster School District
Brewster, Washington

Wenatchee School District
Wenatchee, Washington

Entiat School District
Entiat, Washington

West Valley School District
Yakima, Washington

Goldendale School District
Goldendale, Washington

Yakima School District
Yakima, Washington

Toppenish School District
Toppenish, Washington

An analysis of information obtained from the above school districts revealed that most
schools used an in-service professional development program with their handbook. The
information received also revealed ten (10) characteristics that were generally common to all
substitute teacher handbooks:
1.

Mission Statement

6.

Payroll information

2.

School locations

7.

District/school maps

3.

School schedules

8.

Discipline procedures

4.

Workplace policies

9.

Resources/Contact people

5.

Responsibilities of substitutes

10.

Suggestions/Tips
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Summary

The research and literature summarized in Chapter 2 supported the following themes:
1.

Although the job of the substitute teacher has been maligned and described as an
experience filled with tension, there is a need for qualified substitutes in today's
schools.

2.

Attitudes expressed by teachers, administrators, and students about substitute
teachers are generally negative.

3.

Substitute teachers face adversity in several areas and from several sources
in any given day.

4.

A cooperative effort from teachers, administrators, and students is essential
for the development of effective substitute teachers.

5.

Information obtained from selected sources revealed ten (10) characteristics were
generally common to all substitute teacher handbooks.

CHAPTER3
PROCEDURES OF THE PROJECT

The purpose of this project was to develop a model professional development
handbook for substitute teachers in Morgen Owings Elementary School, Chelan,
Washington. To accomplish this purpose, a review of related current literature was
conducted. Additionally, related information/materials from selected sources were obtained
and analyzed.

Chapter 3 contains background information describing:

1. Need for the project
2. Development of support for the project
3. Procedures of the project
4. Planned implementation and assessment of the project

Need for the Project

The need for this project was influenced by the following considerations:

1.

The writer (Shane Backlund), a certified teacher, was a member of the 1998-

1999 site based council at Morgen Owings Elementary School. During this time,
the need to build a better relationship with substitute teachers was addressed. The
writer was charged with the responsibility of developing a professional development
handbook for substitute teachers to help begin this process.
2.

After seeking feedback from all faculty and staff, the site based council

reconvened and determined a need for the following:
a. A substitute handbook
b. A substitute training program
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c. A certified teacher to serve as a liaison to the substitute teachers
3.

Following his admission to graduate school at Central Washington

University, the writer's in-depth review of current literature and research related to
substitute teaching further confirmed the need to strengthen substitute teacher
training in the Lake Chelan School District.
4.

Undertaking this project coincided with the writer's graduate studies in

Educational Administration at Central Washington University.

Development of Support for the Project

During the 1998-1999 school year, the writer was engaged in working with the
Morgen Owings Elementary School site-based council to develop ways to improve
relationships with substitute teachers. Jodell Mitchell, a long time substitute teacher in the
district, helped provide information that substitutes believed was important to the site-based
council. The writer used this feedback, and information provided by the site-based council,
as a starting point for this project. Support was also provided by Ginger Langer, school
district substitute teacher coordinator.
The following Chelan School District employees individually and collectively
encouraged and influenced the writer to develop a model professional development
handbook for substitute teachers:

Mrs. Kari Backlund - Teacher
Ms. Ginger Langer - Secretary/District Substitute Coordinator
Mrs. Jodell Mitchell - Teacher
Mr. Jeff Peck - Principal
Mrs. Jean Pusey - Teacher
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Procedures of the Project

To facilitate research efforts and to obtain background information essential for the
project, Educational Resources Information Center (ERIC) and Internet searches were
conducted. Additionally, information/materials concerned with substitute teaching programs
from selected school districts was obtained and analyzed.

Planned Implementation and Assessment
of the Project

It was the writer's intent to present the model professional development handbook
for substitute teachers to a special committee comprised of the MOES principal, the MOES
site-based council, the Lake Chelan School District substitute coordinator, and an at-large
substitute representative, for purposes of review, editing, and revision. Following revision,
adoption of the professional development handbook was scheduled for Fall, 2000.
Assessment of the professional development handbook will be an ongoing process
facilitated through the use of teacher, administrator, student, and substitute teacher feedback.
This data will be subject to on-going analysis, and improvements and changes will be made
at the discretion of the MOES administration for the following year.

CHAPTER FOUR

THE PROJECT

The model professional development handbook for substitute teachers in Morgen Owings
Elementary School, Chelan, Washington, which was the subject of this project, has been
presented on the following pages of Chapter 4:

C
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for the
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District #129
2000-2001 School Year

Compiled by
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One of our most important responsibilities is to provide a well-qualified teacher for every
classroom. We think of our substitute staff as a reserve force to be called upon to insure
the continuity of competent instruction that we are committed to provide.
Our school is fortunate having capable people like you to help us whenever our regular
teachers are unable to attend. As a substitute teacher you are a very important part of our
district. Your impressions of our schools will be carried into the community.
You have been selected to perform a very important service to the students of our district
and we are pleased to have you as a member of our team. We know that you will make a
significant contribution to our program and carry on the work of teachers who find it
necessary to be absent.
Substitute teaching is not an easy job. However, we feel certain that you will find
members of our district staff ready to give you all the support and cooperation they can.
Please ask for help and offer any suggestions for improvements that you believe can be
made to enable you to do a more effective and satisfying job.
This handbook is being provided to explain some of our procedures, give you some tips,
and to answer questions you might have. If we can be of assistance, contact the district
office at 682-3515 with your questions and suggestions.
Thank you for your willingness to participate in the educational programs for the children
of the Lake Chelan School District.
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Lake Chelan Schools:
A Career Choice
Lake Chelan schools offer an excellent career opportunity to educators. Commitment to
quality programs and low class size create a rich environment in which teachers can find
professional fulfillment.
Lake Chelan is Washington's Riviera. Located in a beautiful valley that is bordered by
the Columbia River and scenic mountain ranges, this community boasts Washington' s
largest inland lake. Local scenic beauty and proximity to larger cities allow Chelan to
offer a combination of recreational and cultural activities.
The district is large enough to permit program diversity while providing top quality
education to the young people of the community. Lake Chelan School District is
considered to be an educational leader in its region.

Mission Statement
In partnership with the parents and community, the Lake Chelan School District will be
responsible for providing an excellent educational environment where all students can
work toward their full potential while gaining the skills necessary to be successful
lifelong learners and contributing members of society.
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Who's Who in the Lake Chelan
School District
8choo1 District 1129

Lake Chelan School Board
Ray Fuller - Chairman, Leah Thompson - Vice Chairman, Bill Clark
Jeff Kelly, Barb Wadkins
Superintendent's Office
682-3515
Superintendent
Business Manager
Personnel Manager
Accounts Payable
Receptionist
Tech Support

James Busey
Don Forseth
Sondra Jacobson
Rosa Moser
Nancy Mayer
Travis Farrar

Directory of Schools/Programs
Special Programs
Larry Bowers, Director
Kathryn Dobbs, Receptionist

682-7744

Chelan High School
Glenn Johnson, Principal
Brent Morrison, Vice Principal
Sharon Johnson, Receptionist

682-4061

Chelan Middle School
Glenn Johnson, Principal
Brent Morrison, Vice Principal
Lorita Beeson, Receptionist

682-4073

Morgen Owings Elementary
Jeff Peck, Principal
Susan Galvan, Receptionist

682-4031

MAC Alternative School
Linda McClellan, Teacher
Ginger Langer, Receptionist & Sub Coordinator

682-2537

PS

C

Pre-School
Kim Olsen, ECEAP Teacher

682-7721

Bus Garage/Transportation
Ron James, Supervisor

682-2442

Custodial Services
Guy Harper, Facility Coordinator

682-3390

Cafeteria
Trish Nichols, Head Cook

682-4031

Other Important Numbers
Emergency (Police, Fire, Medical)

911

Lake Chelan Police Department

682-2258

Lake Chelan Community Hospital

682-2531

Lake Chelan Clinic

682-2511

Lake Chelan Chamber of Commerce

682-3503

Readiness to Learn Consortium

682-3647

North Central ESD #171

663-8799
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Application/Personnel Requirements
& Payroll
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A. Applications - Applications may be obtained from the district office. Sondra
Jacobson is our personnel director.
B. Required Documents -Before a substitute teacher is allowed to begin teaching, they
must complete the following forms and return them Sondra Jacobson at the District
Office.
*Teacher application forms
*Official transcript of credits
*Fingerprint card for WSP criminal investigation check
*First-Aid card
*Three written letters of reference from previous substituting experience
*Withholding Allowance Form (W-4)
*Employment Eligibility Verification ( 1-9)
*Washington State Teacher Certificate
C. Terms of Employment - A substitute is a temporary position assigned on a day-today basis. The School Board of Directors establishes hours, wages, and other conditions
of employment. Employment may be terminated at any time, with or without cause, and
with or without notice.
D. Pay/Payday -All assignments are considered short-term substitute assignments. The
rate of pay is $80.00 per day. Regular payroll warrants will be distributed on the last
business day of each month. Payroll warrants may be held if assigned duties and
responsibilities have not been fulfilled. Pay periods consist of the first through the last
working day of each month. Substitutes are paid the last working day of the month they
sub, i.e., if you sub in September you will be paid the last working day of September.
E. Substitute List - A current list of available subs will be available. Teachers may
request a substitute teacher from the approved list, however we cannot guarantee their
availability.

C

F. Notice of Need -All staff members are asked to request subs as far in advance as
possible by filling out the proper forms. Virginia Langer, the substitute coordinator, will
attempt to fill these requests as they come in. Last minute requests are to be filled no
later than 6:30 a.m. with lesson plans available to the substitute by 7:30 a.m.
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District Policies

•
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A. Drug Free Workplace - It is a violation of the Lake Chelan School District policy
for any employee to unlawfully manufacture, distribute, dispense, possess, or use on or in
the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate,
marijuana or any other controlled substance including alcohol and tobacco as defined by
the Controlled Substances Act.
B. Medications - Medication should not be administered by any school personnel. This
includes aspirin. The exception to this is the school nurse when a guardian of the student
has filled out the proper forms.
C. Sexual Harassment - The Lake Chelan School District recognizes its responsibility
to provide a working environment that is free from all types of discrimination.
Harassment is defined as deliberate verbal, visual or physical advances made within the
work setting and unwelcome by the person for whom they are intended. Such
unwelcome conduct is seen as harassment when submission to the conduct:
1. is made a term or condition of the staff member' s employment.
2. results in a denial of promotion or other career enhancing opportunities.
3. or interferes with the staff member' s work performance or otherwise creates an
intimidating, hostile, or offensive working environment.

Any employee, who has been found to have sexually harassed another employee or
student, will be subject to legal action and/or discharge.
Any employee who believes he or she has been subjected to sexual harassment or
intimidation on the job is strongly encouraged to bring this to the immediate attention of
his or her immediate supervisor. All such complaints will be promptly investigated and
where appropriate, immediate corrective action will be taken. To the highest degree
possible, allowing for a fair investigation, all such complaints will be treated in the
strictest confidence.

(_

D . Student Records - The Family and Educational and Privacy Rights Act (FERPA)
prohibits school personnel from sharing information contained within a student's
cumulative record or special education file. Any release of information shall be
requested in writing and authorized by a parent or legal guardian and shall be used only
for the specific purpose for which it was granted.
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Any employee shall notify his or her supervisor immediately if requested by an attorney
to provide a written or formal statement regarding a child. The release of information
shall not be given until appropriately authorized.

E. Non-Discrimination Policy and Grievance Procedure Title IX and Section 504 In compliance with the executive order 11246, Title II of the Education Amendments of
1976, Title VI of the Civil Rights Act of 1964, as amended by the Equal Opportunity Act
of 1972, Section 504 of the Rehabilitation Act of 1973, and all other Federal and State
School rules, laws, regulations and policies, the Lake Chelan Elementary, Middle School
and High Schools of Lake Chelan School District #129, shall not discriminate on the
basis of sex, age, race, color, marital status, national origin, religion or handicap in the
educational programs or activities that it operates.

It is the intent of Lake Chelan School District #129 to comply with both the letter and
spirit of the law in making certain discrimination does not exist in its policies, regulations
and operations. Grievance procedures, for Title IX and Section 504, have been
established for students, their parents and employees who feel the school district has
showed discrimination.
Specific complaints of ALLEGED DISCRIMINATION UNDER Title IX and Section
504 should be referred to:
Lake Chelan School District #129
PO Box369
Chelan, WA 98816
509-682-3515
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Performance Responsibilities/
Expectations of Substitute

8chool District 1129
A. Substitute Work Day/Reporting to School- Substitutes will be required to work

the same schedule as the regular teacher. The substitutes will also assume the published
extra duty schedule of the specific teacher. The normal duty day for teachers is
(approximately): Morgen Owings Elementary 7:50 - 3:20; Chelan Middle/High School
8:00-3:30.
The district gives substitute teachers as much advance notice of their assignments as
possible. It is expected that our substitutes will report to the building on time for their
assignments. All substitutes are required to sign-in with the building secretary upon
arrival to the building. Necessary evaluation forms and additional directions will be
given at that time.

B. Appearance - We take pride in the appearance of our building and staff. Your dress
reflects pride in yourself It also reflects on the quality of our school and our profession.
Staff members are expected to dress and groom themselves in a clean and appropriate
manner that will not disrupt the normal process of education. Some buildings have a
"dress down day." Check with the building secretary to see if this applies.
C. Care of School Property - Staff members are responsible for the proper care of all
textbooks, educational materials, equipment and facilities that are part of their classroom
area. This includes maintaining proper control of students and their use of school
property. All staff members are responsible for maintaining a clean, professional and
safe working environment.
D. Leaving the Classroom and/or the School Building - Substitute teachers are
required to remain in the school building during school hours except during their lunch
break. Substitute teachers are required to remain with the students, and in the area for
which they are responsible. This includes times when a guest speaker or an outside unit
is being presented to your students. Check with the building principal when in doubt.
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E. Disciplinary Procedures - Classroom substitute teachers have the primary
responsibility for maintaining discipline and administering appropriate "punishment" for
misbehavior. However, it is the duty of all employees to enforce school rules in a
consistent and fair manner. You are responsible for discipline not only in the
classroom, but also in the gymnasium, corridors, and other parts of school property.
F. Discipline Referrals - Sound discipline begins in the classroom, not in the office.
The ultimate responsibility of the behavior of a student rests with the teacher. The
parents of each student have the right to information concerning the actions of both the
school and the student. The parents of each student who is involved in a referral for
disciplinary reasons may be notified by phone. Persistent or serious problems will resull
in a conference with the parents in an effort to find and implement solutions to the
problem. To help aid in this process discipline referral forms are available in the office of
each building. These forms should be filled out and given to the proper administrators in
each building.

G. Earthquake Procedures - Substitute teachers shall be responsible for the safety of
students. Keep students in a crouched or prone position in their classroom until notified
otherwise. Use your own judgment as to when to countermand general building policy to
provide for safety of the students. Turn off room lights. If indoors remain indoors and
advantage of the safest available areas (under desks, tables, or benches, in doorways, in
corridors or against interior walls). Stay away from glass windows or from under
mounted televisions. If outdoors, move quickly away from buildings to areas completely
in the clear of falling debris and/or overhead electrical wires.
H . Fire Drills - All personnel, including substitutes, shall respond to the fire-warning
signal regardless of the reason for the warning. Be familiar with the prescribed route
posted in each classroom. Upon call of the fire warning system, vacate the room you are
in immediately. Pass single file through the hallway to exits and an area at least 100 feet
from buildings as designated by the classroom teacher. The classroom substitute teacher
must take roll and missing students reported to the office.

I. Lesson Plans - Lesson plans are usually found in the absent teacher' s classroom or
sometimes in the office.

What to do if lesson plans are not available - Since it is impossible to anticipate illness,
there will be times when no lesson plans will be left. Some times the proposed material
may be too difficult to cover adequately without preparation. Here are some suggestions:
1. Try to maintain a continuity of lessons by referring back to the last completed day
in the lesson plan book, if available, and then do a reasonable follow-up to the
previous lesson.

Pl 1

2. Check with the office to see if the regular teacher has left instructions. Obtain the
permission of the principal before telephoning the teacher, if necessary.
3. Accumulate and use your own prepared materials (a "survival kit"), including
materials such as math worksheets or problems, creative writing exercises, or
educational games.
4. Younger pupils often are upset by a departure from regular routines; let them
know that some things will be done differently that day. Ask for their
cooperation.
J. Accidents and Injuries - When an accident occurs, do not leave the injured student.
Attend to the injury and send someone to the office for help. Particular attention to
preventing accidents or injuries must be given when supervising playground areas,
physical education classes and in shop and science classes.
The Chelan School District has a standard accident report form that must be filled out
when an accident occurs to any student. Forms are available in each school office.
Children who become sick in the classroom or on the playfield should not be sent to the
office or restroom alone. Send a reliable child with him/her or get help from another staff
member.

K. Professional Ethics - Teacher substitutes are expected to maintain the same ethical
standards as regular teachers. It is detrimental to speak negatively of other teachers to
students, parents or other staff members. Discuss any problems or concerns with the
building principal. Avoid becoming involved in student's personal problems. This can
lead to conflict between the student and the regular teacher.
There is a high degree of liability concerning transporting students in your personal
vehicle. Sound professional practice is to not give students "rides" without parental
permission.
L. Release of Students - No teacher substitute should release a student from class
without specific authorization from the school office. Teachers should never have
students run errands of a personal nature.
M. Ending the Day - The substitute teacher, like the regular teacher, is required to
complete a full school day. Besides leaving the room in good order, a substitute should
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have completed the grading of any papers, prepared for the next day's classes (to the
extent he or she is able), attended any building meetings (unless excused by the principal)
and returned the building keys to the office. A substitute teacher, to be most effective,
should not be expected to act as a baby-sitter. You have a definitive and important part in
the education of children. To emphasize that importance in the eyes of the regular
teacher, it is most helpful to make a list of the work accomplished by the substitute
particularly in reference to the lesson plans left by the regular teacher. It is also requested
that the substitute teacher leave a brief written comment on each class or subject if he or
she is not to return the next day. Also note any unclear directions, not worthy
accomplishments of good behavior or discipline problems, names of student leaving the
classroom at unscheduled times and reasons, and unscheduled assemblies or drills. It is
also helpful if you leave your name and phone number in the event the regular teacher
desires a follow-up call.
N. Substitute Teacher Report - Each substitute is required to fill out a Substitute
Teacher Report for each day of substitute work and leave it with the building secretary.
The rating form will be completed by the regular classroom teacher and forwarded to the
building principal. Since the rating form will be utilized to evaluate each substitute
teacher, it should contain constructive and detailed comments. These evaluations will be
used to establish priorities in future substitute placements. A copy is provided in this
handbook.
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Information, Procedures, Hints & Help
For Each Building
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Morgen Owings Elementary

General Information
1. Check in at the beginning of the day with the office. Susan Galvan will provide you
with any help you need. She will give you your room key and direct you to the lunch
cards and lunch count folder.
2. Children who must leave during the day are called to the office. Do not release
children to people who come to the room. All visitors should check in at the office.
3. Teacher restrooms are located outside the faculty lounge and in teacher workrooms
throughout the building.
4. Teachers generally eat together in the teacher's lounge during you class's assigned
time. You may buy lunch from the cafeteria or bring something from home.
5. The principal is here to help you have a productive day. Don't hesitate to ask for
assistance in learning how things are done. Teachers at your grade level are also nearby
and can share new ideas or management techniques.
6. If you need to call the office there is a telephone on the wall. To call the office, push
the "O" button on the telephone located on the wall (dial 682-4031 if you are in the sixth
grade building).
Classroom Procedures
1. Attendance is done at the beginning of the day with the computer program called
"School Master." If you do not feel comfortable using the computer, you may send a
note to the office with absences on it. Take a lunch/breakfast count at this time also and
put this on the folder provided. Send a student to the office with this information.
2. The school day starts at 8:25. There are no bells throughout the day. This allows you
to proceed through the lessons without arbitrary disruptions. Be sure to pace yourself
though. Finishing the teacher's plans for the day by noon can make for a rough
afternoon.
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3. You need to take your class to lunch and to specialists. They will return by
themselves or be escorted by specialists.
4. At the end of the day, leave a note for the teacher telling him/her what went well and
explaining any problems. Check out in the office before leaving.
Hints and Help
1. Call children by their first name as often as possible. Children like to be recognized
and respond more positively to you. There should be names on the desks or a seating
chart to go by.
2. Follow the teacher's plan, but if you find yourself short a few minutes before recess
or lunch, read the students a favorite book of yours you have brought or allow someone
to choose their favorite for you to read.
3. Positive reinforcement before problems begin can help immensely. Many primary
grade teachers have some type of reward system. But you may develop you own using
little stickers to reward quiet workers or quietly pass out notes such as "thanks for
following directions!"
4. Verbal reinforcement thanking students for raising their hands or for using their
"quiet voice" are good ways to keep the noise level down. Ask specific children for
answers or ask questions in ways to generate organized responses. "Raise your hand if
you know where the teacher keeps the construction paper."
5. The elementary school is first and foremost a child friendly atmosphere. Do not yell
at children to get their attention. Most classes will respond to a raised right arm with all
five fingers extended. Say, "Give me your attention in five," and quietly close individual
fingers until hand is closed.
6. Boundaries are necessary at this age. You might even ask students to go over
classroom rules with you. They should be posted in the room somewhere.
7. Fighting is not tolerated, nor is "back talk" or refusing to follow directions from a
substitute.
8. If a child becomes disruptive you can quietly pull him back on task by calling on him
or otherwise drawing him back to the task at hand.
9. Make a disruptive student into a helper. He just wanted your attention, and he will
appreciate the positive boost.
10. If a child becomes too agitated or hostile, you can put the child in a "timeout" area of
the classroom if there is one designated. You can also call the office and have someone
come get him/her and they can sit in the office until they are ready to rejoin the class.
11. Do not grab or otherwise handle a hostile student or forcibly try to move him/her.
Call the office and the principal will handle the situation.
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Chelan Middle School

General Information
1. Lorita Beeson and Sharon Johnson are the secretaries. Stop by the office in the
morning and Lorita will give you your classroom key.
2. Teacher restrooms are located outside the faculty room and in the teacher workrooms
throughout the building.
3. Teachers generally eat in the faculty room during their 30-minute lunch. Don't
hesitate to join the other teachers there, whether you bring a lunch from home or buy
lunch from the cafeteria.

Classroom Procedures
1. Pick up a copy of the day's announcements and lunch menu from Sharon Johnson in
the office. These are normally done through the computer, but you might not have
access.
2. Attendance can be taken each block and sent to the office on a sheet of paper. This is
usually done on the computer as well.
3. Bells ring in the seventh and eight grade hallway. There is a four-minute passing
time, and students are expected to be in class and seated when the bell rings.
4. Try not to allow students to leave the room. Allowing one middle school student to
go to the restroom has an amazing effect on the remaining students. Ask them to please
wait until the end of class.
5. Make sure you leave a note at the end of the day outlining the day's events. Be
specific about what was taught and about any discipline problems.

Hints and Help
1. Use the seating chart to identify students and call them by name as often as possible.
This removes the veil of anonymity that middle schoolers like to work under. ("If you
don't know who I am, I can't get in trouble when the teacher returns.")
2. Briefly introduce yourself and write your name on the board. If the students can
make a connection with you somehow, they tend to react more positively. There are
some advantages to living in a small town.
3. Classroom rules should be followed as closely as possible. Be firm without being
rigid. You' ll regret less at the end of the day.
4. It is generally important to maintain a sense of humor with middle schoolers, while
also maintaining control ( easier said than done). You will be rewarded with an enjoyable
day.

P16

5. Interventions that work with this age include:
*Quietly moving throughout the room while students work keeps students on task
and allows you to spot students having problems. Many won't ask for help
otherwise.
*Standing near a disruptive student may be enough to stop the activity, while you
continue with the lesson.
*Quietly move near a disruptive student, and briefly tell him/her that his/her
behavior is slowing down the class. Sarcasm or cutting remarks in front of the
class at a student's expense are unnecessary and don't teach students good ways
to deal with problems.
6. If interventions don't work, there might be a ''tin1e out" desk in the room to move the
student away from his "audience." If there isn't one, or this doesn't work, the student can
be asked to sit in the hall for a few minutes until they are ready to rejoin the class.
7. If things escalate, the student can be sent to the office until the end of the period.
This can be done with or without a written referral.. You might call the office to tell
them to expect the student.
8. Fights are not tolerated, and both parties should be automatically sent to the office.
Call someone if you need help. A discipline referral sheet should be filled out in the case
ofa fight.
9. You can call the office at any tinie by just picking up the phone receiver located on a
wall and dialing "O."

Chelan High School

General Information
1. Lorita Beeson and Sharon Johnson are the secretaries. Stop by the office in the
morning and Lorita will give you your classroom key.
2. Teacher restrooms are located outside the faculty room and in the teacher workrooms
throughout the building.
3. Teachers generally eat in the faculty room during their 30-minute lunch. Don't
hesitate to join the other teachers there, whether you bring a lunch from home or buy
lunch from the cafeteria.
4. It is iniportant to maintain a professional attitude and use common sense when
dealing with high schoolers. No matter how much they argue, remember you are the
adult in charge.
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Classroom Procedures
1. Pick up a copy of the day's announcements and lunch menu from Sharon Johnson in
the office. These are normally done through the computer, but you might not have
access.
2. Attendance can be taken each block and sent to the office on a sheet of paper. This is
usually done on the computer as well. Attendance and tardies are important issues so
check with the office if you have questions about procedures.
3. Be sure to follow the lesson plans left by the teacher as closely as possible. Specific
information needs to be covered so they can keep on schedule.
4. Make sure you leave a note at the end uflhe day outlining the day's events. Be
specific about what was taught and about any discipline problems.

Hints and Help

1. Older high school students can handle "down time" better than younger students, but
a lot of free time at the end of the period isn't recommended. "Busy work" is resented at
this age, so try to pace the lesson.
2. There are times when lesson plans are incomplete on non-existent. At these times it
is good to have "challenge problems" or "brain teasers" on hand to help fill the time.
Magazine or newspaper articles dealing with teenage issues are good for discussions.
Make sure that you have specific questions in mind to avoid a pointless discussion.
3. Help teachers by correcting any work that you can if there is a key available.
4. If you aren't familiar with a concept, ask the students to review it with you. They
love to think they know more than you do, and it serves as a good review for them.
Student helping student is extremely effective.
5. Be firm! High School students will have very creative reasons why the must leave
the classroom. Smile, tell them you understand, but ask them to wait for the bell.
6. Don't read a book or otherwise ignore the students. Substitutes should visit with the
students and show they are interested. Fewer discipline problems will arise.
7. Even at this age students like to help you and to feel important. Ask them to pass out
papers and other tasks.
8. Proactive discipline techniques might eliminate potential problems. Quietly circulate
around the room while students are working or while you are giving directions. Give
them their space though. They may see you as an outsider. Standing near potential
troublemakers might keep them in line.
9. Call students by name if possible. This reminds them that they are not anonymous,
and you do know whom to report.
10. Stand near a disruptive student while reminding him to get back on task. An over
display of force or using sarcasm in front of his peers may backfire with this age, and
you'll end up with a worse problem.
11. Do not engage in a verbal power struggle with a student. If you have tried some
interventions and the student is not responding, send him/her to the office to sit for the
remainder of the period. Call the office on the telephone (press "O") and tell them whom
to expect. Make sure you write up more serious matters in a discipline referral form.
12. Fighting is not tolerated. Students who fight are automatically to be sent to the office.
Also, a show of weapons also warrants a trip to the office. Do not try to take weapons,
just call Mr. Johnson if you need help.
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ABC's of Substitute Teaching

8choo1 District tl29
~

is for "all children can learn.'1 All substitutes should remember this important
educational philosophy.
is for the "buddy" who will show you the ropes. Try to make friends with the
teachers around you so you can use them as a resource throughout the day.

jlj

({
is for "coffee cup". A good strong cup at lunch may make the afternoon sail by.
Check the teachers' lounge and bring your own cup.
is for "discipline". Be consistent and communicate your expectations and
consequences assertively.

;J8

is for "Essential Learnings". These are Washington State's requirements for
student learning. Familiarize yourself with these.

<If

jf
is for the "fire drill" that may occur. Look for and locate the exit plan for each
room in which you work. The students will follow your lead when exiting.

is for "guided practice". The practice that begins immediately after the learning
has been introduced and sufficiently understood by the student with the teacher
monitoring.

@

J!,

is for "humor". A quick wit and the ability to laugh at something that is funny
will help you stay ahead of your students. It' s also a release of tension and can make the
day go easier.

3l

is for "independent practice". The practice that occurs after the learning is
internalized and takes place without teacher supervision or monitoring.

3T

is for "jeans". Feel free to wear them on Friday during our dress down day.

~

is for "kinetic", which is an adjective to describe a class of students who seem
incapable of sitting still for a whole class period. Pull out your "bag of tricks" to
motivate time on-task.

C
Pl9

Jl

is for the "lesson plans", which may or may not be there. Be prepared for
anything.

Jill

is for "media center", or library. Know where this is in case you need a VCR or
another resource.

is for the "note" that you leave the regular teacher. Communication is important
to make the day end successfully.

j}

is for the "office". The man center of confusion, during and after school, but the
place you want to locate in an emergency or just for information.
Qi)

.l3

is for the "plan book", that you might have to become Sherlock Holmes to locate.
It would be to your advantage to develop a 'bag of tricks' (generic lesson plans) that can
be used at any grade level.
~

is for "questioning techniques" to extend student thinking. These can often help
extend and enrich any classroom discussion.

~

is for "restrooms". Knowing where they are just might save the day for you and
your students.
~

is for the "seating chart and schedule", which you may find along with the plans,
or you may need to develop your own quickly. It is helpful to know the students' names.

m:

is for "traveling teachers", which is really what each teacher is on a daily basis.
These people stop along their journey to part with knowledge and wisdom with a new
group of students each day.
is for the "unexpected". Murphy's Law for Substitutes: If it is going to happen,
it'll happen when the substitute is in the room.

1!11

V

is for the undisclosed "value" that an effective substitute possesses for the
children of our district.

Mt

is for the "weekend" when the phone won't ring. Thank goodness for weekends!

~

is for the "X-tra" class that you may have to cover during your planning ... or the
x-tra duty (such as recess duty) that all of a sudden comes up.

I

is for "you". The essence of teaching is giving, but hold back a little for yourself
so that you don't burnout by December. We need you all year long!

2
is for the "zest" with which you answer that late phone call on a rainy Monday
morning, when an extra cup of coffee and the morning newspaper sound good. Thank
you!
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Tips From Working Substitutes

8choo1 District 1129
Substitute Teacher for 15 years ... . intermediate, middle school. and high school
First of all you have to have a positive attitude about the idea of substitute teaching.
When you first get going with the students you should tell the students how long their teacher will
be gone (if you know), and what the agenda for today will be. Don't keep them in the dark.
Having a new teacher is enough for some kids to handle. I also suggest that one of the first things
you should do is to introduce yourself to the teacher next door, before the kids come. They will
share some things with you that are not down in the plan, and usually are very helpful. Also, if
you get into a bind you already have a relationship established.
Substitute Teacher for 8 years ... all grades
When you first arrive, introduce yourself to the students. Tell them a little bit about
yourself, and find a quick way to find out about them. For instance, have the kids stand up if they
are the oldest in the family or tell them to raise their hand if they love pizza, etc. For younger
children you can show a laminated folder that has pictures of your family, pets, favorite sports,
etc. I find that even middle school kids love to look at this. I think that uncertainty is difficult for
kids, and they cause problems because of that, not because they want to be cruel. If you work at
establishing a relationship right away, it is harder for a child to be a pain to someone who has
gone out of the way to share.
Substitute Teacher for 5 years ... primary, intermediate and middle school
I think that the most important thing is to be prepared. Take an extra 15 minutes, get
there early and really go over the lesson plans. Then find out what you are supposed to do in the
case of fire drills and lock downs. Keep these things at your fingertips. Also, it is important to
find out which door you are to use for drills as well as for lunch, recess, etc. It sure would be
good if each school had a book or guide for substitute teachers. There are so many things we
don't know.
Substitute Teacher for 3 years .. .kindergarten-61h grade
I always take some things so that I am prepared for anything. I have a book bag that is
always ready to go, and has things from K-6 in it. I include a few good read aloud books. These
are my favorites and I tell the kids they are my favorites. This always leads to a good discussion
about favorite books. I usually have some simple activities that kids can do. I have some desk
games, brainteasers, etc. I also have a book called Five Minute Miracles that lists a few hundred
5-minute projects. I always plan for a couple of these during the day. At the end of the day the
class and I write a note on the white board or black board to the teacher. This always helps me
get a sense of how the day went, while letting the teacher hear from the kids too.
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SUBSTITUTE TEACHER REPORT

Please fill out this form and leave it with the secretary following each day of
duty.
Regular Teacher's N a m e : - - - - - - - - - - - - - - - - - - Grade: _______

Date:------------

I would like to sub for this teacher again

Yes --~No ____

Summary of material covered: (Explain any deviation from plans. List any
classroom management problems.) Please check the appropriate response
below:
No
•
•
•
•
•
•
•
•
•
•
•
•

Teacher left complete lessons plans.
Teacher left a seating chart with names.
Teacher identified a trustworthy student.
Teacher left necessary information about
schedule changes.
Teacher made arrangements for necessary
equipment to be available.
Teacher left necessary information about
special needs of students.
Teacher left information about potential
discipline problems with suggestions for
handling difficult students.

ADDITIONAL COMMENTS:
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Yes

Exceptional
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1
8
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4
2
3
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(21 DAYS)
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M
1
9
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3
4
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(22 DAYS)
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7
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11 Q
(8 DAYS)
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F
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8/29 New Teacher Day
8/30-31 LID Days
9/1
All Teacher Dny
9/4
Labor Day
9/5 First Student Day
10/13 LID Day
10/14 Optional Teacher Day
11n 1 rt Quarter Ends
11/10 Veterans' Day
11/15 Parent/I'eacher Conference/
D1<trlct Day/Ne School
11/22 Early Release/Thanksgiving

{12:30-MOF112:45-MS1HS)
11123-24 Thanlagiving Vacation
12/21 Early Release
12/22-1/1 Christmas Vacation
1/15 Martin Luther King Jr, Day
U25 Early Rel.case/lruervicc/

2r• Quarter Ends
2/19 Pr-e.ddentl' Day
3/16 Parentrreacher Conference.sf
Dlstrkt Day/Ne School

4/2-o Spring Break
4/9

Approved Bd. Mtg. - 4/25/00

_J
P')'

Quarter Ends

5/18 Memorial lny
6/12 Last Day of School?
4c. Quarter Ends

1999/2000 MOE SP-EC-IALIS'.I' SCHEDULE

GRADES 1-6

7:55
8:15
8:20
8:25
8:30-9:15
8:35-9:15
9:20-10:00
9:45-10:00
10:05-10:45
10:00-10:15
10:15-10:30

Start of Breakfast Program
Doors Open (8:10 During Winter Hours)
Opening Bell
Classes Begin
6th Grade Band
3"' Grade- PE/library/Computer/Music (Griffith,Duguay,Shinn,J-tf' grade)
5th Grade- PE/Library/Computer/Music (James,Gardner,Shade,Haerling)
KinperRecess, Recess BacluuniI/Morrisori7Stamps7Vergani/Petersen)
4th ~rade- PE/Library/Compter/Music (Wa/ters,Templin,Clouse,Kollmeyer)
Recess 2•d Grade/Community Classroom
Recess 3"' Grade

11:00-11:50
11:20-12:10
11:25-12:10
11:35-12:20
11:40-12:20
11:45-12:15
11:50-12:30

Lunch7Recess (AMX-2)
Lmich/Recess (Community Classroom)
Luncli/Recess (3"' Grade)
Lunch/Recess (4th Grade)
Lunch7Recess {5"'"Grade)
P.M. Kindergarten Luncn
Lunch/Recess (6th Grade)

12:35-1:15

Firsj--Graae- PE/L1brary7Computer7Music '(5 sections to 4)
(Vergara, Peterson, Stamps, Backlund)
PE/Library/Computer/Music (Anderson,Marney,Teeley,Morrison)
Recess (1" Grade, P.M. Kinder)
Recess (2•• Grade)
Recess (4th Grade)
Recess (3"' Grade, Community Classroom)
2•• Grade- PE/Library/Computer/Music (Engstrom.Pusey, Uttech, Kneadler)
Recess (5th Grade)
K-6 Dismissal
End of Teacher Contract Day

1:20-2:00
1:15-1:30
1:45-2:00
1:45-2:05
2:00-2:15
2:05-2:45
2:05-2:20
2:50
3:20

/Revised 9/13/99)
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MORGEN OWINGS ELEMENTARY
DISCIPLINE REFERRAL
DEAR PARENTS: Please feel free to contact Morgen Owings at 682-4031 if you should have any

questions regarding this matter. A conference can be arranged upon your request. Thank you for your
attention to this referral.

STUDENTNAME: _ _ _ _ _ _ _ _ _ _ GR.: _ _ _ _ _ _ __
REFERRING TEACHER:
DATE OF INCIDENT: _ __
INCIDENT: ( check)

FORMS ATIACHED? - - - ON-GOING PROBLEM? _ __

LEVEL 1
_Minor classroom disruption
_Disrespect toward other students

LEVEL2
_Major classroom disruption
_Stealing or damaging personal or school property
_Harassment, Intimidation or Bullying
_Inappropriate language to other students
_Chronic defiance of a school rule or procedure
_Disrespect or defiance toward adults

LEVEL3
_Theft
_Inappropriate language to a staff member
Verbal abuse of a staff member
Excessive violations of Levels I and 2

LEVEL4
_Weapons
Vandalism
_Fighting
_Assault
_False fire alarm or bomb threat
_Threat to staff member
_Dangerous violation of a school rule or procedure
_Tobacco, alcohol and other substance use or

LEVELS
_Possession of any type of weapon

possession

BRIEF DESCRIPTION OF THE INCIDENT: _ _ _ _ _ _ _ _ _ _ _ __

ACTION TAKEN BY STAFF:

ACTION TAKEN BY ADMINISTRATION:

_Conference with student Date:_ _
_ Contact made with parent/guardian
Date of contact:_ _ _ _ _ __

DESCRIPTION OF ACTION:

TYPE OF CONTACT:

_Telephone
_Parent Conference
RESULT OF CONTACT:

Signature: _ _ _ _ _ _ _ _ __

Staff Signature: _ _ _ _ _ _ __

Date of Action: _ _ _ _ _ _ _ _ _ _ _ __
Student Signature: _ _ _ _ _ _ _ _ _ _ __
Administrator: _ _ _ _ _ _ _ _ _ _ _ __
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1999-2000 Middle School Course Schedule
Teacher
..

Room

Boyd

!

Johnson

i

-··

i

Ruller
..

''
I'

Uttech
- -.-

'

'

j

Bowers,C

!

Bowers, B.I
.
'

Griffiths,G /'

!

Core 7

115
113

209
107

112

Griffiths,C

!

gym

Garrett

I

gym

I

[ Chai. Malh 7
!
Math 7

iI
I

I
I

i gym/205 !
'

103

..

I

210

111

I

-·- ----

Malh 7
- .
Science 7
Science 7
--- ·- -·
Core 8
----Core 8
-C/ial. Math 8
Malh 8
Science 8

118

'
'

I

ESL

u

...J
- ..

-- ------

-·-·-------··-·· ....
Reading 7/8
- --···----· --- Journalism 7/0
.. Prep
----·- ---- --- Astronomy 7/8
---····-· I
Reading 7/8
------------St. Skills 8

I
I

! -.-----------

!

Science 8
-··- ·--Math 8
-.. - .. -·
ESL

I

I

.

-.

'

Prep

(MOE)

-.

-·.

'

!

-

I

-··-- . .
Band 7/8

!

I

I

1:19-2:08

...

·-·

Curr.Events 7

-·

.

.

Math 7

Math 7

-- ··---···

Science 7
'
- .
-···
Fam.&Con.Sci 8 .

-----a------- --

2:11-3:03

Core 7

Prep

-----------·

Drafting 7 ·
Prep
---------------···
Core 8
- ·-----------Core 8
.

:

Core 7

···- ·-·--

-

Math 8

7th Period

PE 8

--····--··-- - ·- ·- ·- ---·- -··
Prep
Fam&Cons Sci 7

Science 7
Prep

Prep

: Curr.. Evenls 8

Prep

Health 8

Prep

Woods 8

i.

I

Core 7

I

Bil.Cont/Math 7 ·

.I

(High Sc/100/)

··-

I

!
II

00

C--1

..

i

I I I

Glh Period

'

- . ---- ..... -

Malh 8
---- ····-- - - Science
8
Science
8
i
-·--· ...
! - ·--Core 8
. ···--···--- ----- -- ----- . . : Bil. Cont./Malh 8
Bil. Content
-· -- .. ·- ·-. ·- -·-- -·-··
Prep
PE
7
!
·------··-- --- --- - ---- ·PE 7
PE 7
·--- -- _.. ____ - ....
·-- .
PE
7
Compulers
7
!I
. ---- - - -----·. - - .
i

' I
I I

·--- ... -

(Hig/J Sc/100/)
.

! .

I
I

··-·· --··.

.--- --

I II
I
I I

I

-__ s~,:P_e:i~{ .
12:26-1:16

Exp. Reading
·-Health 7
.

I

.

··-····-·

I .
I
I

I
Prep
I
-·····----· I'
!
Prep

. - --· ·-

---

I
I--

I

' (Hig/J Sc/Joo/)I
---· ... I.
(Nigh Schoof)
.. ---

I

..

~~L- I

(Ath.

··-- · · · - · · -

I I

St. Skills 7
----- ...

...

I

11 :33-12:23

C

::,

.

116

I'
:

!

--···-·"·-···

.c

10:11-11:00
-··-

Core 7

- . . . ----·· ... 4th Period

I

3rd Period

···-·-·-·--····

.

9:18-10:08

109

Young

Reister

0:25-9:15

I

I

Harris

Ii

I

... I .2nd
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-

I

!
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I

'

Linehan

I

... --
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PE 8

PE 8
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PE 8
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Choir 8

(Nigh School)

p..

I
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[

--
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----- - ----· -1·

_. __ J, ___

·I

------------ -- --
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-
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J.

__

School 1_~9-~/2000 ~las_s ~c;.h,edule

I-- -I
- - - - - - - ----- -- ---

revised 1-31-00
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211_ - -Bloiogy- __ ·_- Cfiernlsliy-Prep
Adv. Biol
Chem/Aiiv-:-1 ·
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_163_ _ _Prep__ __ i\lg_~bra II
Algebra I
Alge~@.!!_ Algebr_§l_ll_ [ __ f7ep_
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160__ English12 English12
_ HonEng10
English9 __ P~_L English12
3oyd
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J~'.Elfl _
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Wt. Training Wt.Training _(Mid.Sch) L__ Pree_
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157
CWP
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I
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207 _
Algebra I
A.lgebra ,-- _;'.sl/~eol<J_gy_ 1_:.::_§lology~
~ullen, Dave
162
Atfl,_Di[._
_ P!ef'_____ _ GeomEc!!Y__ ~_o_metiy_ _(3-<_,_CJmEl~ry- L __ A!/J,Dir_
~ullen, Sue , l58 __ English__1_ 1
_1::_riglish 11
Hon Eng 9
English 9
Pref!___ [_Prep_
~urry
208
Spanish I
Spanish_ll ____ _l\nnual/JCJLJ_r_r:i _ ___P_rep__ P_!lotci!Ad_ll_ I _Photojf>,d_v.
3arrett
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(MOE)
(Mid,S~fl) __ _ _J;:_ti_q!r:_ __ ____P_'._ep__ ___E!~nd ___ I __(MO~3atzmeier
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CHELAN MIDDLE/HIGH SCHOOL
DISCIPLINE REFERRAL
!)!= AR

(

P31

PARENTS: Please feel free to contact Chelan Middle/High School at 682-4073 or 682-4061 if you should have any

.;tions regarding this matter. A conference can be arranged upon your request. Thank you for your attention to this referral.

STUDENT N A M E : - - - - - - - - - - - - REFERRING TEACHER: - - - - - - - - - - INCIDENT: (

GR.: _ _ _ _ _ _ _ _ __
DATE OF INCIDENT: _ _ _ __

check)

Level1
_
Minor classroom disruption
_
Eating/drinking in halls/classrooms
_
Public display of affection
_Cheating
Tardies
_
Other (includes PE non-suits)

Level2
_
_
_
_

Willful disobedience
Off campus without permission
Major classroom disruption
Damage to school property
Harassment or Intimidation
_
Inappropriate language to other
students
_Truancy
_
Lewd gestures
_ Tobacco use or possession
_
Other school disruptions

Level 3

Leve14

_Forgery
Theft
_
Inappropriate language to
a staff member
Verbal abuse of a staff
member
_
Possession of drugs or
paraphernalia
Possession of or under
the influence of alcohol

_Weapons
_
Drugs/Alcohol with intent to sell or
dispense
Vandalism
_Fighting
Assault
Extortion
False fire alarm or bomb threat
Threat to staff member
_
Gang related behavior

BRIEF DESCRIPTION OF THE INCIDENT: - - - - - - - - - - - - - - - - -

ACTION TAKEN BY STAFF:
_Conference with student Date: __
_Contact made with parent/guardian
Date of contact: _ _ _ _ _ __

ACTION TAKEN BY ADMINISTRATION:
DESCRIPTION OF ACTION:

TYPE OF CONTACT:
_Telephone
Parent Conference

~l::SULT OF CONTACT:
( "'1gnature:. _ _ _ _ _ _ _ _ __
~
;i
~

Date of Action: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Student Signature:
Staff Signature: _ _ _ _ _ _ __

"S!! u~
0,

>
w

~

~

Administrator: - - - - - - - - - - - - - - - - - a: ~

DISCIPLINE POLICY
Chelan Middle School students are expected to adhere to acceptable standards of courtesy,
decency and morality. The discipline policy is progressive; consequences grow from minor to more
serious as the number of infractions increases.
Level 1 Offenses
Minor classroom disruptions
Eating/drinking in halls/classroom
Public display of affection
Tardies
Loitering
Other (includes non-suits in PE}

Level 1 Consequences
1. Student conference
2. Parent contact
3. Detention with teacher
4. In-school suspension
5. 1-3 days in-school suspension
6. 1-3 day suspension

Level 2 Offenses
Willful disobedience/insubordination
Off campus without permission
Major classroom disruptions
Harassment/Intimidation
Inappropriate language to other
students
Truancy
Lewd gestures
Cheating
Tobacco use or possession
Other

Level 2 Consequences
1. 1 day in-school suspension
2. 1-3 days in-school suspension
3. 1-3 days suspension
4. 3-5 days suspension
5. 5-10 days suspension
6. Long term suspension (more than 10 days)

Level 3 Offenses
Forgery
Theft
Inappropriate language to staff
Verbal abuse of staff
Possession of drugs or paraphernalia
Possession of or under the influence
of alcohol

Level 3 Consequences
1. 5 day suspension
2. Long term suspension (more than 10 days)

Level 4 Offenses
Weapons
Drugs/alcohol wish intent to sell or
dispense
Vandalism
Fighting
Assault
Extortion
False fire alarm or bomb threat
Threat to a staff member
Gang related behavior

Level 4 Consequences
1. Emergency expulsion
2. Expulsion
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A Checklist for Planning a
Substitute In-Service in the
Lake Chelan School District
Before In-Service
1) Update and photocopy "Substitute Handbook"
-new schedules, maps, policies, etc.
2) Provide Incentives for participation in the in-service
-preferred assignments
-monetary reward
3) Secure the backing of administration and school board
-present handbook
-request funding for in-service
-invite Superintendent to come
4) Utilize in district trainers or teachers
-speak to teachers and staff about corning to in-service
5) Schedule the in-service
-so it doesn't interfere with other district activities
6) Advertise the in-service
-mail individual invitations
-put in the local newspaper and on the radio
7) Pre-Register participants to ensure attendance
8) Provide teachers with information on the in-service and on how to prepare for a
substitute teacher.

During the In-Service
1) Provide a comfortable setting for the meeting
2) Provide refreshments and lunch
3) Conduct the session
-start on time
-utilize good instructional skills
-fun activities
-provide breaks
-provide time for feedback
-end on time

After the In-Service
I) Evaluate the in-service
2) Distribute a completion certificate or some sort of recognition
3) Publish a list of substitutes for each school
4) Monitor the substitute teachers' classroom performance
-use substitute report form and teacher feedback
5) Invite substitutes to attend other district in-services before and after the start of school
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Agenda for In-Service Day
for Substitute Teachers in the
Lake Chelan School District
August 2000 * Board Room
8:00-8:30

Social Time, Refreshments

8:30-8:45

Welcome! From Superintendent James Busey

8:45-9:00

Ice-breaker activity from an elementary teacher

9:00-9:30

Personnel procedures with Sondra Jacobson

9:30-10:00

District substitute expectations with Ginger Langer

10:00-10: 15

Break

10:15-10:30

Ice-breaker activity from a middle school teacher

10:30-11 :30

Individual Building Procedures and Expectations with:
Glenn Johnson (High/Middle School Principal)
Jeff Peck (Morgen Owings Elementary Principal)
Larry Bowers (Special Programs Coordinator)

11 :30-12:30

Lunch Provided by Lake Chelan School District

12:30-1:30

Effective classroom management techniques provided
by teachers from each building

1:30-1 :45

Ice Breaker Activity from high school teacher

1:45-2:00

Break

2:00-3:00

What to do if I run out of things to do: Effective and
appropriate time filler activities provided by teachers
in each building

3:00-3:30

Comments, Feedback, Questions, & Evaluation
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I "'ou\d \i~e. to than~ the fo\\o"'in9 sGhoo\
distriGts for a\\o"'in9 me the opportunit'{ to
re.vie"' their substitute. handboo~s to se.arGh for
ideas and inspiration. I appre.Giate. it 9re.at\'{I!
'Ne.natGhe.e. '5Ghoo\ DistriGt
G.o\de.nda\e. '5Ghoo\ DistriGt
We.st Va\\e.'f (of Va~ima) '5Ghoo\ DistriGt
Va~ima '5Ghoo\ DistriGt
Toppe.nish '5Ghoo\ DistriGt
e,re."'ste.r '5Ghoo\ DistriGt
£ntiat '5Ghoo\ DistriGt
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CHAPTER FIVE

Summary, Conclusions and Recommendations

Summary

The purpose of this project was to develop a model professional development
handbook for substitute teachers in Morgen Owings Elementary School, Chelan,
Washington. To accomplish this purpose, a review of related current literature was
conducted. Additionally, related information/materials from selected sources were obtained
and analyzed.

Conclusions

Conclusions reached as a result of this project were:
1.

A handbook containing well developed rules, regulations, and procedures is
.essential in assuring the effective use of substitute teachers.

2.

Continuity of instruction and student learning can be enhanced through
in-service training for substitute teachers.

3.

To help create an effective substitute, it takes a cooperative effort from
all school personnel, as well as tools such as a handbook and an in-service
training professional development program.

22
Recommendations

As a result of this project, the following recommendations have been suggested:

1.

To assure the effective use of substitute teachers, a handbook and in-service
professional development program detailing rules, regulations, and
procedures should be provided to substitute teachers by school districts.

2.

Continuity of instruction and student learning can be enhanced through
in-service training for substitute teachers.

3.

To assure the effectiveness of substitute teachers, school districts should
appoint a staff liason to be a contact person for substitute teachers in each
building.

4.

Other school districts seeking to utilize a substitute handbook and in-service
may wish to adapt and/or utilize the model developed for this project or
undertake further research on this subject to meet their unique needs.
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